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(1) Differences in reporting periods. 

(2) Non-receipt of basic records in the 
interested offices. 

(3) Delays in receipt and delivery of forms 
for accounting purposes, especially at the end 
of each month. 

(4) Lack of full coordination by the 
offices concerned. 

Procedures have been established for requesting and reporting 
security clearances (Exhibit C) which will eliminate these 
difficulties. 

e. The system for controlling case files is being standardized, 
in order to eliminate unnecessary controls, logs and records. 

A standardized 3x5 case control card for use by the Operations 
Staff, Special Referral Group, and field offices has been 
designed and is in the process of being reproduced. The basic 
information, such as name, pseudo number, date case wa6 
received in the Inspection and Security Office, requestor, 
case n umber and type of case wil l be reproduced on the card 
by the ^^^^^^^^^^^^^^^^^■through the use of a "Ditto 
Master", and the required number of control cards will be 
forwarded with the case to the Operations Staff, Special 
Referral Group, and the field offices. This will eliminate 
unnecessary typing by the operating elements of the Inspection 
and Security Office and therefore expedite processing of cases. 

f. At the present time, control and statistical information 
is b eing typed on blank 3x5 ca rds and other informal records by 

A 5x8 Special Security Division 
statistical control card for recording this information has 
been designed and is in the process of being reproduced. This 
will not only simplify the control and recording procedures, 
but will also result in more accurate reporting. 

g. The internal operational reports being prepared in the 
Special Security Division are being analyzed for possible 
consolidation. Also consideration is being given to the sub- 
mission of certain of these reports weekly, instead of daily. 

Revised reporting forms are now in the process of being prepared. 

h. The space occupied by the Inspection and Security 
Office at 2210 E street was most inadequate since it could 
not be properly utilized from a work flow standpoint. This 
has been corrected since the space now occupied in Building 
I permits proper utilization and provides an excellent work 
flow with a minimum of transportation time. 
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i. A shortage of clerical personnel in the 
^^^^|has caused considerable overtime expendiTur^ana 
also caused backlogs. This shortage has been due to both 
recruitment difficulties and lack of T/o vacancies. A 
revised T/o has been submitted by the Inspection and 
Security Office requesting the necessary positions. 

4. The agents assigned to the Special Referral Group -CE 
who are located in L Building do not have adequate working 
space since five agents occupy a very small room (approxi- 
mately 7x10 feet) which can be entered only through a larger 
room used for a "coat room" and for microfilming records. 

It is recommended that action be initiated to provide 
adequate space in L Building for these agents. The space 
to be assigned should be as close as possible to the 
I ID file room in order to reduce transportation time. In 
addition, it is necessary for the agents to prepare reports 
in longhand (approximately 400 per month, averaging 4 or 
5 pages each) since neither stenographers nor dictating 
equipment are available for their use. If they were avail- 
able, they could not be properly utilized because of the 
inadequate space. It is further recommended that as soon 
as adequate space has been provided, dictating machines be 
procured for the agents. This would not only result in 
proper utilization of skillB but would also expedite 
clearances . 

k. The C ha index which is now being used by both 

for recording 

references is Yery difficult to operate and most time 
consuming. An analysis is being made to determine the 
most efficient type of equipment to use for this purpose. 

l. The use of IBM equipment for statistical reporting 
and control purposes and other types of office machines 
by the Inspection and Security Office is being studied. 

The results of this analysis will be submitted in 
subsequent progress reports. 

In June 1951* the was 

brought under the Office of Origin system of investigations 
which was already being used by all other Special Security 
Division field offices. Under this system the field office 
designated as the Office of Origin is responsible for the 
complete investigation of a given case. This reduces the 
number of reviews on each case by Headquarters, Special 
Security Division, and thus not only saves man-hours, but 
also expedites the processing of cases. Another major 
result of this is that under this system, in case of 
national emergency. Headquarters for Inspection and 
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Security Office investigative activities could be established 
immediately in any other location within a matter of a few 
days. 


This is 
being 
further 
analyzed. 


n. The Security Officer held meetings with 0PC and 0S0 
during the week of 22 July 1951 to make necessary arrangements 
for expediting the processing of provisional operational 
clearances. At these meetings, the following was agreed upon 
and is now in effect: 


(1) 0S0 and OPC have standardized request 
forms to better facilitate preparation, routing 
and reviewing of requests. 

(2) Background data for CIA indices check is 
now typed on a colored form by the Inspection and 
Security Office. This colored form immediately 
identifies the case as one to be handled ahead of all 
other cases in the Inspection and Security Office and 
in IID, 0S0. In connection with the IID check, 0S0 
has guaranteed one-day service for these requests. 

(3) After the colored forms have been searched 
against CIA indices the resiilts are immediately 
telephoned to the requestor. 

2. It is desired to point out that the personnel in the Inspection 
and Security Office have not only cooperated whole-heartedly in the 
conduct of this study, but have also contributed materially to the 
results achieved. 



25X1 A9a 


Enclosures: Exhibits A, B, C. 
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26 July 1951 


MSMQRASIXIK FOR ! Personnel Director 

Chief, Administrative Services 
Assistant Deputy (Inspection end Security) 

SUBJECT; Procedure for touting and Processing Security 

Requests. 


Effective 1 August 1951 one copy of Pom Bo. 36-1, Personal 
History Stateasnt, will he transaitted fros the Personnel Office 
st tbs tins security clearances ere requested of Inspection and 
Security for applicants selected for appointment. She request 
for security clearance, together with the Materials accompanying 
tbs request, will be routed in accordance with the procedure 
outlined as follows: 

1. Pom Bo. 37-104, Request for Security 
Clearance, will be prepared by the Transactions 
and Records Branches of Personnel Division (Overt) 
and Personnel Division (Covert) in accordance with 
existing instructions. 

2. Two envelopes will be prepared end addressed 
by the Transactions and Records Branches, as follows: 

a. Envelope Bo. 1 will be addressed to 
Personnel Security Branch, Horn 2516 , I 
Building. 

b. Envelope Bo. 2 will be addressed to 
the person responsible for handling security 
requests and controls within the initiating 
T ransac tions and Records Breach. 

3. The following Material will be inserted in 

the envelope (Envelope Bo. l) addressed to the Personnel 
Security Branch. 


a. A transmittal list, containing the 
noses of the individuals for whoa security 

clearance Is requested shoving also the 

type of clearance requested, and the serial 
request nuober shown on the Fora Bo. 37-10** • 

b. The original of Form Bo. 37-10** 
prepared for each person included on the 
transmittal list; all Forme Bo. 37-104 will 
be placed together in a sealed envelope. 
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c. A tom Wo. 38-1, Persooal Bister? 

Statsasnt, for nth individual listed. 

A. As Apjpcndlx I for each person listed. 

s. Two pketogn^hs for each person listed 
(Inst sens of person written on reverse side of 
mush photograph). 

f . If a pplica ble, requests far waivers, 
exceptions toHH amnrandw fron operating 25X1 A 

officinls requesting: special clearances and 
other ap p ro priate docuaeatary aeterlsl which 
should be forwarded to Impaction sad Security. 

k. Envelope Bo. 2 ( addressed for return to the Per so n ne l 
Office) will contain only a carbon copy of the treasalttal 
list. 


3. A single set of eneslapes, Bos. 1 and 2, will be 
prepared by each Transactions aad records Branch for 
transalttal once aacb working d my. The envelopes will be 
delivered by Personnel Office aessangert to off ices 
deslfpnted by the Ba uroAuctlcn Division for rainy to tbs 
reproduction plant 


6* The Reproduction Division will renews nil P e rso n a l 
History Statements forwarded in Envelope Bo. 1 end prepare 
six pbotoetatic copies of each Pe r so na l History Statenmtji 
the original and five pbotoetatic copies of the Personal 
Bistory Stat onset will then be enclosed in Invelope Bo. 2 
and forwa r ded to the P er sonn el Security Branch of inspection 
md Security. 
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7. The Reproduction Division will tmart. on pbotoetatic 
copy of each P erson a l Bistory stntsnsnt in Envelope Bo. 2 
end will return this envelope to the Treasectlons ead 
Records Breach from which it wes or i g in al l y received. 

6. Tbs operations p erf c r eed by tbe Reproduction 
Breach will be handled in accordance with such schedules 
as will maw Bn receipt of Envelopes Baa. 1 aad 2 by 
Inspection and Security and by Personnel respectively, 
within one working day after them envelopes were initially 
dispatched fron the Personnel Office to the Reproduction 
Division. 


COBCURRKBCKS : 

Personnel Office 
Administrative Services Office 
Impaction and Security Office 
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